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About the Perkins Loan Assignment System (PLAS)

Aboutthe Perkins Loassignment Syster{PLAS)

9/ {LQ& t SNJ A Y SystenPLABIs UsadidcheRgfrdniaflyiisubnassignments under thEederal

Perkins LoafPerkins Loan) Progratm the Department of Educatiofthe Department) Perkins Loan

assignments may also include National Direct Student (NDSL) and National Defense Student Loans (Defense
Loans) This user guide providdschnicalinstructionsfor this automated assignment proce$%r additional
assistance with PLAS, contact B&&8leral Perkins LoakssignmentSupportat 844-301-2620during the

business hours of 8:00m. through5:00p.m. (EST), Monday through Friday

PLASnablesall users to:

1. Enterloan assignmentlata electronically via PLAS

2. Uploador mailsupporting documentatiomndhard copy original or certified cogpromissory notes
required for assignmest Please note that th®epartmentstill requireshard copyoriginal or certified copy
promissory notés) be mailed toECSI Federal Perkins Loan Servicer

3. Search, view, and editan assignment informatian

4. View a list ofreportspertaining to accepted and rejectdRerkinsLoanslisted in the ECSI Federal Perkins
Loan Servicdpanservicingsystem

Overview for the User Guide

This user guide provides a broad overview of the processes and steps reeatiatia loan assignment to
PLASIntentional blank pages divide this user guid eight @) sectionswhichare listed below:

Administrative Procedures

Access PLAS

The Loan Assignment Data Entry Method
The Loan Assignment Upload Method
Web Reports

View, Edit and Delete a Batch

View, Edit and Delete an Assignment
Appendices

© N O wDdE
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Two Factor Authentication

Similar to the security process used to access Federal Student Aid

systems, such as théational Student Loan Database System
Primary Destination (NSLDSputhorized users of the Perkins Loan Assignment System
Point Administrator (PLAS) NE NBIljdZANBR (2 SyiSNJGg2 F2N¥ya 27
(DPA): access the system.

TheinstitutionQa t |

DPA for Federal Studel This security process is an established technology referred to as

Aid systems is not Two Factor Authentication (TEA)FA will require each authorized

required to be the same user to log in to PLAS with his or her Login ID and Password as well

person as the as a Security Code generated by a registeredsEgedrity token.

institutions designated

Institution If a user already has a TBécuritytoken because he or she also has

Administrator for PLAS I 00Saa G2 2yS 2F CSRSNIf {GdzRSyd ! ARQA

to complete the PLAS User Access Form steps outlined below.

If a user does not have a TBécuritytoken, the user should contact
the institutionQ Brimary Destinatio?oint Administrator (DPAQr
Federal Student Aid systems to obtain o@ace the token is
received, it will need to be registerebh addition, the user will need
to complete the PLAS User Access Form steps outlined below.

If aninstitutionQd t NA Y NBE 5t ! KI Asefuditpa G A2ya NBf
tokens, contatthe TFA Support Center at 8330-5947, option 2

or by email atTFASupport@ed.goRRepresentatives are available

8:00 a.m. through 8:00 p.m. $E), Monday through Friday.
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Administrative Procedures

Administrative Procedures

Institution The responsibility of thénstitution Administratorin PLASs to request access
F2NJ dzZaSNARZ RA&lFOES || dzd SNRA THisQ&dmzy G = |
| Thelnstitution | WwillneedtoO2 y i I OG G K S maryDestidatiodABon2AdnaristratoN A
Administratoris a (DPA) for Federal Student Aid systems to obtaiwva Factor Authentication
person that is (TFA securitytoken.
appointed by the
institution. Onlythe Institution Administratolis authorizedto:

1) Requestaccess for him dnerself and
2)Requestaccess for other users

TheAccess Request Forneeds to be completed and sent to
PLASAccess@efpls.ed.gavd the InstitutionAdministrator will need to
complete information to receivéhe TFAsecuritytoken.

Request User Access

1. Navigate tohttps://efpls.ed.gov which is the ECSI Federal Perkins Loan Servicer webpage.

2. Click thePLASIle.

Providing superior technology,

~
B& | custom-designed solutions and world

class customer service since 1972.

STUDENTS
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Administrative Procedures

3. On thelLoginscreen dickthe Access Request Fortite.

Welcome

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Securty Code

Access Need Help Users
Request Logging In? Technical
Form Guide

4. Printand complete the formNote: The instructions on the forrmust be followed.

U.S. Department of Education

EGS|
/L) . Taformation shout your fedsral scugent loan.

L Service Never Rests

Perkins Loan Assighment System Access Request

The Perkins Loan Assignment System (PLAS) enables users to electronically submit Federal Perkins Loan
assignment information to the Department of Education. This Access Request Form allows
administrators to request access for users, to modify information about existing users, and to terminate

user access to PLAS.

Before staff members at your institution can obtain access to PLAS, your institution must first designate
an Institution Ad ator. The d d Institution Administrator can then complete this form to
request, modify, and terminate access for themselves and all other users at your Institution. Although

your institution can only obtain access for two Institution Administrators, it can request access for as
many Institution Users as needed to submit, edit, and delete assignments for the Federal Perkins Loan

Program (including NDSL and De fense Loans).

In order to obtain administrative rights, the designated Institution Administrator must first request
access to PLAS by completing this PLAS Access Request Form. See how to Designate an Institution
Administrator in the table on page 2.

After the Institution Administrator obtains access to PLAS, he or she will be responsible for using this
form to request access for all other users of PLAS, as well as to modify or terminate user access. For a

complete list of Administrative Responsibilities, see page 7.
— ——

5. Email or mail the completed forrto ECSI Federal Perkins Loan Servicer.

Send via email
PLASAccess@efpls.ed.gov

Mail printed forms

ECS8Federal Perkins Loan Servicer
Attn: PLAS Access Requests
100 Global View Drive

Warrendale, PA 15086

Page8 of 102
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Administrative Procedures

6. Retainacopyofthecondf SG SR ' yR &A 3y SrBcords2 Nya F2NJ 6KS dzaSNDa

Once ECSI Federal Perkins Loan Servicer receivesjthest for access, a staff member reviews the
request and grantsr deniesaccesslf access is deniethe Institution Administratomwill receive an email
fromPLASAccess@efpls.ed.gath the reason for deril.

If accessisapproved, g2 SYIFAfa | NB aSyd (2 (GKS oAEDMDogGKS FAN
ID. The second email contains a tempor&gssword At thefirst login attempt, the user will be
promptedto change the password.

Using the Federal Perkins Loan Assignment System Page9 of 102
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Administrative Procedes

Reseta Password

To reset a password for a user, thestitution Administratomwill follow the procedures listed belawt is
important to \erify that the OPEID corresponds to the account of the user requesting a password change.

1. Navigate tohttps://efpls.ed.gov which is the ECSI Federal Perkins Loan Servicer webpage.

2. Click on thePLASiIle.

EGSI

;ﬂ' Providing superior technology,
/ESgSI custom-designed solutions and world

[ . class customer service since 1972.

3. Enter the appropriat®©PEIDthe Login IDPassword andSecurity Codé¢hat appears on thd FAsecurity
token,andclick theLOGN button. Note: The system requires an eight digit OPHIs ID represents the
six digitsin use by the institution todafollowed by two zeros.

Welcome

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Secunty Code

A

Access
Request
Form

Need Help Users

Logging In? Technical
Guide
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Administrative Procedures

4. Onthe Menu screen dick Users List

EESI

MENU | LOGOUT

Menu

Perkins Loan Assignment System Account Administration

Perkins Loan Assignment System Assignment Entry Personnel Security Form

Web Reports Users List :
Change Password
Logoff

5. On theAssignmentUser Lissscreen)ocate theNameof the User andtlick the radio button next to the
User#ClickowSaSid ! aSNRa tl aag2NR8

MENU | LOGOUT

Assignment User List

Message:

Artions:
[Disable User Account]

— [Reset User's Password]

[Refresh List]

[“usert Jioginip fame ——— Ktarug
€ 1,017,283 kppsu-dpa  Policicehio, Kelly  Active
© 1,017,284 kp psu-de Policicchio, kelly  Active
© 1,017,285 t5-psu-dpa Sinton, Torm Active
© 1,017,286 tspsu-de Sinton, Tom Active
1,017,287 mb-psu-dpa Buddemeyer, Melissa Active

— ¢ 1,017,285 mb-psu-ce Buddemeyer, Melissa Active

1,017,293 cf-psu-dpa Fryclay, Carol Active

© 1,017,234  cf-psu-de Fryday, Carol Active

1,017,301 bb-psu-dpa Budner, Becky  Active

1,017,302 bb-psu-de Budner, Becky Active

6. Onthe Reset User Passwomitreen the Login IDfield and theNamefield are automatically populated.
ClickiGenerate Random Passwortl) create a temporarpassword for the useQick[Save Passwordl]
and contact the user with the temporary passwofdhe system will direct the user to change the
password the next time he or she logs in.

£l

MENU | LOGOUT

Reset User Password
Message: Change Password

Login 1D: Ibb-_Plas—user N [Wiew User] D —

MName: Demo User

Password: N |Generate Random Password] —

[Save Password] [Return to User List]

A
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Administrative Procedures

DisableUser Access

To disablauseraccess, thénstitution Administratorwill need to complete the proper seons onthe PLAS
Access Request Forand follow the instruction®elow to disablehe account in the system.

IMPORTANT!

1 To disable acceser anlinstitution Administrator all three sections of thBLAS Access Request Form
must be completed.

1 To disableaccess foother users, complete and sighe first two sections of the PLAS Access Request
Form
1 The forms must be completed and returneddECSI Federal Perkins Loan Serwigtin one (1)

business daybetween the hours 08:00 a.m. to 5:00 p.m. (EST), Monday through Fridbgllsabling a
dza SND&a. 002 dzy

1. From theWelcomescreen, access tHeLAS Access Request Foommplete the necessary sectioaad
submit theform.

Welcome <

Please log in below to access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password Secunty Code

Access
Request
Form

Need Help Users
Logging In? Technical

Guide

2. Once the PLAS Accd®squest Form is completeldg into the system enter the appropriateOPEID, Login
ID, Password andSecurity Codé¢hat appears on thd FAsecuritytoken. Qick the LOGINoutton.

3. On theMenu screen, ickUsers List

MENU | LOGOUT
Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assi: System igl Entry Personnel Security Form
‘Web Reports Upload SeuuLity Form

Users List ‘@

Change Password

Logoff
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Administrative Procedures

On theAssignmentUser Lisscreen Jocate theNameof the Userclick the radio button next to théser #
and clicDisable User Accountnce these steps are completed, the user will not have access to the

systeml 2 6 SOSNE (G KS dza SN dAssfghmediUser RidsreeNB Y Ay 2y (G KS

MENU | LOGOUT

Assignment User List

Message:

Actions:

Disable User Account]

[Reset User's Password]

[Refresh List]
[“Jsers Login 1D

¢ 1,017,283 kp-psu-dpa  Policicehio, Kelly  Active
1,017,284 kp-psu-de Policicchio, Kelly  Active
1,017,285 tspsu-dpa Sinton, Tom Active
1,017,286 tspsu-de sinton, Tom Active
1,017,287 mb-psu-dpa Buddemeyer, Melissa Active
P+ 1,017,283 mb-psu-de Buddemneyer, Melissa Active
1,017,293 cf-psu-dpa Fryday, Carol Active
1,017,294 cf-psu-de Fryday, Carol Active
1,017,301 bb-psu-cpa Bucner, Becky Active
1,017,302 bb-psu-ce Bucner, Becky Active
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Administrative Procedures
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Access PLAS

AccesPLAS

Once the PLAS User Access Form is completed, and access is granted from ECSI Federal Paskigsiineain
Support, users receivigvo emailsfrom PLASAccess@efpls.ed.gloat containan eightdigit OPEIDLogin ID, and
Passwordredentials With thisinformation, usels are abldo loginto PLAS from any computer with intexn
accessThis sectiorof the user guideontains instructions téoginto the systemyreseta passwordandlogout of
PLAS

Login

1. Navigate tohttps://efpls.ed.goy the ECSI Federal Perkins L8anvicehomepage.dick thePLASIle.

A
3

-_—

£GSI

o Providing superior technology,
o Sl custom-designed solutions and world
class customer service since 1972.

(I

STUDENTS

2. On theWelcomescreen enter theinstitutionQ @PEIDLogin 1D Password and theSecurity Codehat
appears on the TFA security tokédote: The systemequires an eight digit OPEIThis ID represents the six
digitsin useby the institutiontodayfollowed by two zerodf an invalid Passwolid keyedinto the systema
reset password pagepens If the user enters an invalidogin IDor OPEIDthen the user should refer to the
initial account set up emaifitom PLASAccess@efpls.ed.gov contact thelnstitution Administratorto
receive access to this informatio@nce the user has completed thiéelcomescreen, click th OGIN
button.

Welcome

Poase log in below 10 access and manage your accourt

LOG IN TO ACCESS YOUR ACCOUNT

OPEID LoginID Password

Access Need Help Users
Request Logging In? Technical
Form Guide
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Access PLAS

3. Reviewthe Rules ofBehaviorscreenilick the checkbox to acknowledgempliancewith the Rules of
Behavior dick[Continue]to move to the next screen.

=———PRules of Behavior

e} (| | acknowiledge receipt of, understand my responsibilities, and will comply with the "Rules of Behavior” for the Loan
|Assignment System (LAS). | understand that failure to abide by the rules may lead to permanent loss of access to LAS. |
further understand that violation of these rules and responsibilities may be prosecutable under local, State, and/or Federal

L.

———— Continue]

Tou have accessed an officisl ECST owned and operated computer system. This system way be used hy
authorized users for authorized purposes only. Any unsuthorized use or wodification of any of the
information stored on this system is prohibited. Any attempt ©o upload unauchorized or restricted
data way also result in 1oss of ascess. ECST way monitor and audit the usage of this system and all
persons are hereby notified that the use of this System consStitutes consent to such wonitoring and
auditing. PIT data submitted via this system sdheres to the IFAP standards and regulations and is
the only approved method of elestronic transwission. No other electronic forms or data transwitted
to ECSI outside of this Loan ASSignment Systew (LAS] will be accepted. Hard copy swbmission of
forms, comtaining PIT data, must adhere ©o xxx Standards (Rules of hard copy submission.) The
sharing of passwords or two-factor suthentication tokens required to gain access to this system is

4. TheMenu screenprovides the useaccess to navigate to the main features of the system.

Menu

Perkins Loan Assignment System Account Administration

Perkins Loan Assignment System Change Password
Web Reports Logoff

MENU | LOGOUT

Logout of PLAS

To log out of PLASIickthe LOGOUTink locatedat the top of all pagesvithin the systemAnother wayto log
out is to closehe browser windowAfter 15 minutes of inactivity in theystem the user is automatically

logged out.

EGSI

Menu

Perkins Loan Assignment System Account Administration
Perkins Loan Assignment System Change Password
Web Reports Logoff

MENU | LOGOUT

Page16 of 102
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Access PLAS

Retrievea Password

Follow the instructions below toetrieve i K S gmsSvbiiBadditional help is neededpatactthe
Institution Administrator

1. From theWelcomescreen leave theOPEID, Login ID, Passwoahd Security Coddields blankQick
LOGINo access the password assistarsoeeen

Welcome

Please log in below 1o access and manage your account.

LOG IN TO ACCESS YOUR ACCOUNT

OPEID Login 1D Password Secunty Code

Access
Request
Form

Need Help Users
Logging In? Technical

Guide

2. Ontheloginscreen, aterii K S A Y aGPEIDtHeid2a SYREED, and Security Coddérom the TFA
securitytoken. Leave thé?asswordield blank ClicklEmail My Passwordjt K S dzasSwdiddssent to
the email addres$isted on thePLAS Access Request FoFr further assistanceith password reset
contact thelnstitution Administrator

Login
Please identify yourself. If you do not know the required information for the fields listed below, please contact your Institutional Administrator.

Message: You must provide your Login ID
Items marked with * are required.
OPEID: *
Login ID: *
Password: *

Security Code: *

[Log In] [Email My Password] <

Using the Federal Perkins Loan Assignment System Pagel7 of 102
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The Loan Assignment Data Entry Method Overview

TheLoan AssignmenData Entry MethodOverview

Theuserwill need to perform thdollowing stepsto submit loan assignments to ECSI Federal Perkins Loan
ServicerThese steps are a broad overview of ttean Assignment Data Entry Methddirtherinstructions on
how to use PLASIIow this overview.

1. LogIn to PLAS
Login to PLA®%om any computer withinternet access.

2. Create a Batch anéinter Loan Assignments
The system is designed to reflect the exact layout of the p&paeral Perkins Loan Prograissignment
Form(OMB 18480048) Once the user has created a batch, he orwsfieenter the information into the
system via the data entry screemdultiple assignmerdg can beentered and savehto the system and will
be marked with a status d&ntered

3. Upload Supporting Bcuments
Supporting documentation must be provided with the loan assignmbre userhasthe ability to upload
supporting documentation for each of the loan assignmentsmailsupporting documents to ECSI Federal
Perkins Loan ServicéMote: Even if promissory notes are uploaded in the systalhihard copyoriginal or
certified copypromissorynotesmustbe mailedto ECSI Federal Perkins Loan Servicer

4. Execute Batcivalidation
All batches that are enteredtm the systemmustbe validated to verify that all of the requireihformation
iscorrect View the manifest within the batch to determine if the assignment passes the system validation
If PLAS identifies erroms anassignmenR dzNA y 3 G KS @I £ A Rl (0 A SthtushdNBeOS da > (¢
marked asSchool PendingCorrectanyvalidation errorsandvalidate the batch agairDnce an assignment
has successfully passed validatitve status will change Submitted

5. Print the Manifest
Printone manifest per batcko accompanyall hard copyoriginal or certified coppromissory notesand
mail to ECSI Federal Perkins Loan Serviter user will need to mail supporting documentatibat was
not uploaded to thesystem. All documentation must be mailed witliive (5) business days, once the status
of the assignment has changed$obmitted.

6. ECSI Federal Perkins Loan Servicer Validation
A manual validation process occurs once ECSI Federal Perkins Loam faeives hard copgriginal or
certified copypromissory notes and other supporting documenfghe assignments pass manual validation
the status will changeo Accepted If the assignments fail manual iddtion, then the status will change ECSI
Pending ECSI Federal Perkins Loan Servicer staff will contact the submitting institution promptly by phone to
verify or correct the information. The ECSI Federal Perkins Loan Servicer staff member will contact the person
listed as the Authorized Instituth Official in Section B on the Institutional Certification Fa@mce the
institution corrects the dicrepancies, the status will chantpeAccepted The Department officially accepts
assignments ilcceptedstatus and ECSI Federal Perkins Loan Senvididnegin servicing the loan.
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Loan Assignments Data Entry Method - Process How

Login to PLAS

Create a Batch and Enter loan assignment via
dataentry screens.
Satus updated to Entered.

!

Upload supporting documentsin PDF
format

!

User to Execute Batch Validation in

User must correct

<

system assignment datain PLAS
No upload of supporting documents, Assignments failing validation.
user must mail supporting Validated? Fail——— Status updated to School
documentsto ECS. Pending .
Pass
\ 4
Satus updated to Submitted.

A

Print manifests and mail promissory notes and any
other supporting documents to ECS Federal Perkins

Loan Servicer.
A
ECS Federal Perkins Loan Servicer validates that User must provide
supporting documents match the information entered correctionsto ECH Federal
into PLAS Perkins Loan Servicer
. . Records fail validation. Satus
2 — :
\aideted Fail updated to ECS Pending.
Pass
v
Satus updated to Accepted.

Assignment will be serviced by ECS Federal
Perkins Loan Servicer.
Satus updated to Exported.
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Loan Assignment Data Entry Method

Loan Assignment Data Entry Method

Belowisthe procesdor using the data entry screens toeatea newbatchand add assignments 8LAS
1. The usemwill loginto PLASclickPerkins LoaAssignmentSystem

MENU | LOGOUT

Menu

Perkins Loan Assignment System Account Administration
=P Perkins Loan Assignment System Change Password
Web Reports Logoff

Creat a New Batch

Theusermustcreate a new batclhefore he or she enters an assignmehiie Institutional Certification Form is
used to create the batciThe screenis formatted using the same information that is found on thexlEral
Perkins Loan Prograissignment FormNote: The fields irSection A: Institutionahdministrationwill
automatically populate with thénstitutional information.This section of the form contains tlirstitution@
name, address, OPEID numbamnd the name and contacinformation forthe authorized approver for the
transfer of debt through the assignmerit.neededthe user can update the address field

1. Click[Create aNew Batch] locatedon the AssignmentCertification Form Administratiorpage

Assignment Certification Form Administration
Message:
Newr Batches:
———t | [Create a Hew Batch]
[upload a Batch from a File]
Search Options:
Batch Number: I [Find]
35N I [Find]
Last Name: I [Find]
DateRange: From: |05 Ji'|31 ,-'|2015 To IDQ J-’|14 f|2015 [Find]
Create Batch Report |
Entry Forms [Form Actions
Batch #{Date statisticsjflerts
651 09022015 Show SBlect Actian - Select
532 09/02/2015 Show [Select Action =] select
624 090242015 Show |58Iect Action x| sefect
685 09022015 Show |59|ect Action x| select
688 09/11/2015 Show |59|ect Action x| select
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2. On thelnstitutional Certification Formscreen enter the following information into the fields iBection B
- Certification:The TypedName of Authorized Institutio®fficial, Phone Number, TypedI&iof
Authorized InstitutionOfficial, Alternate Contact Person, Signature of Authorized Instit@iicial, and
Certification DateNote: Typing the name of the authorized official will meet the requirement for a
Signature.

MENU | LosouT

Institutional Certification Form =

essage
Aeconding to the Paperurk Raduction Act of 1995, 50 persose aze requized fo eapos 10 col OMB control mashar The
valid OMB contro] ruber fox this information colisctios i 1245-0045. The tisse tequized to commplete 1hs information eolection i estirsated to aversge 30 Iminetes pey resparse, OMB Number 1845-0048
ineling e e 10 i inciors, search s daa souess, guter the i newded, azecoseplete el i the information collction,If yon baveany commests Form Approved

8 e e form, plesee it to 1 5. Departeenl of Edvcation, Washizglon, D.C. 20202.4651. I yon bave 1B
comments o concenss egasling the 18T of youm ixdividual sobudssion of this o, weits disectly o Federal Student Aid, U 5. Departmess of Educstion, rperations Services, Expiration Date: 12/31/2018
Proceasing Drvision, Poekina Loan Assinseents, 50 Botl Steet, St 3601, San Frurcisso, A 94105,

Federal Perkins Loan Program/NDSL
Assignment Form: Institutional Certification

The bomowe(s) named on the stached masafest reesived Federal Perking Loan Program, Nationsl Direet Studens Lown Progras, or Nutional Defenss Student Lo wn Program losn(s) suthsizsd undes Title IV, PartE, of the Highes Edueation Aet of 163, 03 amended, os authierizsd undes Title [ of tha National Defense Edueativn At
‘The insiftution is assigning all rights and tatle under such note or agreement to the United States Department of Educstion, provided (5. 0 USC. I037ec.

SECTION A - INSTITUTIONAL INFORMATION

1. Nazme of Instinution * 2 OPEID Nusiber *
[PENNSYLVANIA STATE UNIVERSITY (THE) 00332900
3 Street Address of Instfution Line 1 * Street Address of Instination Line 2
PRESIDENT'S OFFICE 201 6L0 MAN
4. Ciy™ 5. State * 6 2P *
UMIVERSITY PARK Perrsyivania H o seoziss
Tunderstand that ] inowsngly sk a e statemort o on o ot Unéted Seates Depasiment of Education, | un subiect 0 & e of up 10-$10,000 o imprisorment of up 1o five () y#ars or both undes provisions of the Urdted Sates Criminl Code, 13 U5, 1001
7. Typed Name of Authorized Instinaionsl Offcial * o £ Phone Number *
% Typed Title of Authonzed Institutional Official * 10. Akernate Contact Person
11, Signature of Authonized Instibstonal Official * 12 Certfication Date *

Menth =)/ oay Zlr vewr |

SECTION C - MANIFEST

ADMINISTRATIVE INFORMATION

Recewed Date * Assignments Received * Forms Rejected Before Data Entry
08/01/2015 ]
Jisave] [Cancel]

3. Initially, the information inSection @anifestwill be blank The manifest section automatically populates
once assignments are enteréato the system.

Borrower’s Name and Loan Type Interest Rabe Total Amount Outstanding Date of First
Social urity Number (Section D, tem #37) Dustursement
JOHN SMITH - 222-22-2222 F

FRED JOHNSON - 333.33.3333 b3

Loans, | for National Direct Stade
e assgned as segarate loans nd

each loan listed on the
Dretailed Instiuctions.

4. The system will automatically populate thember ofloanassignments thaare added to the batch in the
Assignments Receiveiitld. Click|Save].

ADMINMISTRATIVE INFORMATION

Recewed Date : Recewed
09/01/2015 0

> [save] [cancel]

Forms Rejected Before Data Entry
0
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Enter Loan Assignments

Like the papeAssignment and Borrower Loan Fothis page in PLA®Idsdetailed information about a loan

assignmentThis includes contact information for the borrower, tbesigner(if applicablg, historical and

detailed financial information about the loan, andyaloan cancellation informatiar-ollow thesteps below to

addloan assignmerstto a batch

1. On theAssignment Certification Form Administratioscreen, tickthe drop down arrownext to theBatch

#that will containthe new assignmentdick View Manifest,and clickSelect

2. OnAssignment and Borrower Loan Forwtanifest screen click[Create a New Assignmentpssignments
that are created in the systeirre givena Sequence #andwill appear under théatch Numbersection of

MENU LOGDUT

Assignment Certification Form Administration

Message:

Newr Batches:
[Create a New Batch]
[Upload a Batch from a Fle]

Search Options:
Batch Number: I— [Find]
s [ [Find]
Last Name: I— [Find]
DateRange: From:Joz /31 /[z01s Tefoe /4 sfzois [Find]
Create Batch Report

Entry Forms |Form Actions i

Date statisticsidlert
681 09/02/2015 Show Wigw Marifest =] select
682 09/02/2015 Show Select Action

‘igw Institutional Form

634 09/02/2015 Show View Manifest
685 09/02/2015 Showr Edit Institutional Form
632 09/11/2015 Show Execute Batch Walidation

select

select <

Delete an Exising Eatch | S&eet
Select
Print Manifest

the screen.

MENU | LOGOUT

Assignment Borrower and Loan Form Manifest

[Message:

 ——

Newr Assignments: Other:
[Create a New Assignment] [Return to Batch List]

Search Options:

I Entered ™ school Pending ¥ submitted M Reviewed ¥ Ecsi Pending ¥ Rejected M accepted ¥ Exported  [Refresh List]

Batch Number: 681
Create Loan Report
b cquence #tatus S [Borrower Namentry Date [Entered By last Edited DateLast Edted by Documentgpctions ___________ elecd

2354 Submitted 111111111 John Doe 09/02/2015 Becky Bucher - School  05/10/2015  Melissa Bucdderneyer - School Show ISQlQ[t Action v Select
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3. On theBorrower and Loan Informatiofrormscreen, @ter information for eat loan assignment in the
batch.All fields marked with a red asterisk are requifegldsand must be completed.

MENU | LOGOUT

Borrower and Loan Information Form
Message:
Federal Perkins Loan Program/NDSL OME Number 1545-0048
Assignment Form: Borrower and Loan Information Form Approved
Expiration Date:12/31/2018

SECTION A - EORROWER INFORMATION

1. Current or Last Known Name (Last *, First *, M) 2. Previous Mame(s) (Oplional)

3. Social Security Mumnber * 4. Date of Birth * 5. Departure Date
Month era\,r j! Year j Monﬂ'-jf Day jr Year j

6. Current or last known permanent Current or last known permanent address 2 7. Telephone Number *

address *

£ Current or last known permanent city * 9. Current or last known permanent state * 10. Current or last known permanent zip *
State z

Current or last known permanent country

SECTION B - COSIGNER INFORMATION (Complete if applicable)

11. Mame of cosigner of Loan: (Last, First, MI) 12. Social Security Mumber of Cosigner
(Cotiopal)

4. After all required fields are completed, cli&ave]at the bottom of the form. To continue, attach
supporting documents for this assignment, or add more loan assignments to the batch by repeating steps
2-4.
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